
OFFKE OF THE SECRETARV OF STATE 
DEPARrnENT OF *RC"IVES AND "ISTORY 

RECORDS M 9 N A G E M E M  DIVISION 
APPLICATION FOR RECORDS RETENTION SCHEDULE 

See Publication No. 76-%M-1 for imauctiom on completing th is  form. Forward signed original to 
Department of Archives md History. Records Managemerit Division, 330 Capitol Avenue, Atlanta, Georgia. 30334. 
Attention: scheduling Section. 

FOR RECORDS MANAGEMENT USE FOR AGENCY UPE 1. b n q M d r a  Department o f  Education 
O f f i c e  o f  I n s t r u c t i o n a l  Serv'ices 
D i v i s i o n  o f  Special  Programs 

Mental Handicaps U n i t  * '''' VUL -3 0 1982 

AppliUtion Numbw 

82- \33 
Applicnim Number Program f o r  Except ional  Ch i ld ren  mw ~ o m p i e ~ e d  

2. Person to bntact  Working Tde Telephone Number 
L inda Stinchcomb Sec re ta ry lTyp is t  Senior 656-2425 

3. Action Raquened 
a. dl Establish Retention Schedule: record will continue to armmulate. 

I b. Dispose of present accumulatfon; no further accumulation anticipated. 
c. Amend Application No. Checkone: 0 Change; 0 Supercede: 0 Void 

4. Dates of Series 
Earliest h e s t  

5. Records Series T i l e  (followEdby title used in office; if different) 

Mental Handicaps General Admin i s t ra t i ve  F i l e s  FY 78 I Present 
I I 

6. Division and Office Function What  i s  t h e  function of the Division and the Office in which this record series i s  created? 
The"'Menta1 HanXcapsc Uni?, ?Pr-ogram f o r  Except ional  Chi ldren, i nc ludes  t h e  areas o f  educable 
menta l l y  retarded, t r a i n a b l e  men ta l l y  retarded, severe ly  men ta l l y  retarded, s p e c i f i c  
l e a r n i n g  d i s a b i l i t i e s ,  behavior d isorders  and d iagnos t i c  and r e s i d e n t i a l  p rog raming  f o r  
severe ly  handicapped. U n i t  s ta f f  a re  respons ib le  fo r  p r o v i d i n g  techn ica l  ass is tance t o  
l o c a l  educat ion agencies i n  t h e  i d e n t i f i c a t i o n  of e l i g i b l e  c h i l d r e n  and youth, development 
o f  appropr ia te  educat ional  programs w i t h i n  t h e  l e a s t  r e s t r i c t i v e  environment, i n  a d d i t i o n  
t o  p r o v i d i n g  ass is tance i n  i d e n t i f y i n g  l o c a l ,  reg iona l  and s t a t e  resources f o r  o f f e r i n g  a 
t o t a l  educat ion program f o r  e l i g i b l e  men ta l l y  handicapped students 5-18 years of age. 

7. Record Series Desuiption Th is  file contains the followi+ documents (include form numbers and titles, if8nyl: 
Attach samples of the file. 

Documentsrebtingto: Employing and superv is ing  Mental Handicaps U n i t  s t a f f  w i t h i n  t h e  
D i v i s i o n  of Special  Programs. I 

Indudedue: Job descr ip t ions ,  D i v i s i o n  Plans o f  Act ion,  i n t e r v i e w  a p p l i c a t i o n s  and memoranda 
i n d i v i d u a l  personnel f i l e s ,  annual and s i c k  leave repor ts ,  expense statements, 
minutes of meetings ( D i v i s i o n  S t a f f ,  Uni t  S t a f f ,  Coordinetors, Program f o r  

-Exception* m r e n  S t X f T r o g r a m  C o n s d G n t x  Menta l  Handicaps Unit. 

Fileisarranged: Chrono log ica l l y  by areas above. 

8. Monthly Reference Rate How often are records referred to which are: I One to six months old ; Seven to twelve months old ; Thirteen to twenty-four months old 

bventyfiw months and o l d e ~ _  ? t 9. Annual Rate of Ammulation of Records 



11. Retention Rquimments The following requires the series to be kept: 

a. State Lm years. 
b. Statute of limitation years. 
c. Federallaw w=. I d. A d i  prriod years. 

c. Administrative need yean. 
1. Federal retention innrunions 2 years. 

I Attach copy or e x e r t  of laws or regulations. Explain administratiw need. 

?I 29CFR1602.31- Equal Employment Opportunity Comm. 

12. Approved Dirposition Instructions This agency recommends that the f i le series be M off at the end of each: 
0 Calendar Year; @ FitcalYcar; 0 Other 

 month^ 1 war(s);then 

then. 

Hold in the current files area 
0 Transfer to local holding area; hold 
& Transfer to State Remrds Center; hold 3 vear(s);then 
tn Destroy. 
0 Transfer to State Arcllives for permanent retention. 

yearlsi; then 

0 Other ISpeCirvl 

Remmmendations in para- 
graph 12 are approved. 
(If disapptvved. artad, knef 


